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¥ Howard County Department of Fire and Rescue Services

L)
...  GENERAL ORDER

GENERAL ORDER 120.04

Length of Service Awards Program

ADMINISTRATIVE SERVICES BUREAU

Issue Date: July 28, 2016
Revision Date: N/A

APPLICABILITY

All Volunteer Personnel

POLICY

To establish procedures for the administration of the Length of Service Awards Program

(LOSAP) for volunteer members of the Department of Fire and Rescue Services (Department).

INTRODUCTION

The Howard County Council created the Length of Service Award Program (LOSAP), which

LINE DARSA FyydzAGASa (2 Volniekr@i®/Emeserioy Madigal 2 T
Service (EMS) volunteer fire corporations that meet certain age and service eligibility criteria.

See Howard County Code 17.103. Benefits provided under the LOSAP also include survivor

annuities and lump-sum death benefits.

DEFINITIONS

U Committees ¢ A list of activities/workgroups identified by the Corporation and approved

by the Fire Chief.

U Department ¢ The Department of Fire and Rescue Services.

U Fire Chief ¢ The County Executive appointed Fire Chief of the Howard County

Department of Fire and Rescue Services (HCDFRS).

U LOSAP ¢ The Length of Service Awards Program. A points program established for
volunteer firefighting/EMS personnel, which provides for monetary awards after
reaching eligibility as defined in Section 17.103 (h) of the Howard County Code.

U LOSAP Administrator ¢ An individual selected by the Fire Chief to serve as the designee.
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U LOSAP Coordinator ¢ An individual designated by the Volunteer Fire Corporation who is

responsible for the maintaining and reporting of LOSAP points for the individual

Corporation.

U Uniformed Service ¢ As defined in 10 U.S. Code § 101: Definitions ¢

o the armed forces;

0 the commissioned corps of the National Oceanic and Atmospheric

Administration; and

o0 the commissioned corps of the Public Health Service.

U Volunteer ¢ EMS/Firefighting personnel unpaid for their training or work, who donate
their time and services to a Volunteer Fire Corporation listed in Section 17.103 (a) of the
Howard County Code or to the Howard County Department of Fire and Rescue Services.

U Qualified Volunteer ¢A Volunteer who has met all the qualifications to be eligible to

receive payment from the LOSAP system.

U Volunteer Fire Corporation (Corporation) ¢ Any of the six recognized Volunteer Fire

Corporations listed in Section 17.103 (a) of the Howard County Code.

PROCEDURES

GENERAL:

The process of calculating points, reporting points, certifying a credible year of service, and

payments shall be in accordance with Section 17.103 (h) of the Howard County Code. Points for

elected or appointed positions shall be awarded in the monthly prorated form with the

maximum allowable point as listed in Section 17.103 (h) of the County Code.

Points shall be maintained in a database that is accessible from multiple locations, including all
fire stations, the Public Safety Training Center, Department Headquarters, and other identified

work locations.

ELIGIBILITY:

In accordance with County Code section 17.103(h)(3), in order to qualify for a LOSAP payment,

a Volunteer shall have:
1 Attained the age of 50;

1 Completed a total of 25 years of certified active service in Howard County; and

T {dzoYAGOSR I gNRGGSY NBIjdzSai
designee. This may be forwarded through the respective Corporation to the Fire Chief or

KS CANB / KASTQa

GO 120.04 Length of Service Awards Program

RS&aA3aySS

FT2NJ GKS

Page 2 of 11

[ h{!t



69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98
99
100
101
102
103
104
105
106
107
108
109
110
111
112

Howard County Department of Fire and Rescue Services

GENERAL ORDER

PAYMENTS:

1 Base paymentThe LOSAP payment provided to a Volunteer who has met the conditions
for eligibility shall be equal to one percent of the current annual starting salary of a
trainee in the Department per month for life. (County Code 17.103(h)(4)(i))

1 Increases in the base payment attributable to increases in the starting salary of a trainee
in the Department shall apply to all present and future recipients. (County Code
17.103(h)(4)(iv))

1 The LOSAP payments shall begin the month following verification of eligibility. (County
Code 17.104(h)(4)(ii))

1 An additional payment of $10.00 per month shall be added for each full year of certified
active service over 25 years to the basic monthly payment for the Volunteer who
continues to meet minimal operational requirements. (County Code 17.103(h)(4)(iii))

1 The additional $10.00 per month for operational personnel will be effective January 1%
following the completed additional year of operational service.

BENEFITS:

If a Qualified Volunteer dies while receiving benefits, the surviving spouse specified on the
LOSAP Survivor Benefit form (Attachment A) is entitled to benefits equivalent to the total of six
months LOSAP payment shall be paid or if there is no designated beneficiary, the survivor
benefit shall be provided in accordance with Section 1.4478A(b) of the County Code. (County
Code 17.103(h)(6)(ii))

Upon the death of a Qualified Volunteer, a burial benefit of $5,000.00 shall be paid to the
beneficiary or beneficiaries designated by the Volunteer to receive such benefit on the Burial
Benefit Beneficiary Designation Form (Attachment B) and such designation may be changed
from time to time by the Volunteer by filing a new Burial Benefit Beneficiary Designation Form
or if there is no designated beneficiary, the burial benefit shall be provided in accordance with
section 1.448a(b) of the County Code. (County Code 17.103(h)(6)(i))

ACTIVE SERVICE STANDARDS: POINT ACCUMULATION:

For the purpose of participating in the program, once a Volunteer receives a Department
Identification Number, he or she begins to accumulate LOSAP points. A year of certified active
service is defined as a year in which a Volunteer accumulated a minimum of 50 points in
accordance with the point system. Points will be credited in the period of January through
December each year and shall not be transferred from one year to the next.

Since volunteers do not usually start their membership on the first day of the calendar year, the
following interpretation is provided for crediting the first year of active volunteer service. A
Volunteer who has begun initial membership for LOSAP within the calendar year beginning
January 1 and ending December 31 and has accumulated 50 points within the calendar year,
has enrolled and participated in an authorized training class or is certified operational, will be
permitted to receive credit for one full year of certified active service. A Volunteer that does
not complete training in the following year will not be eligible to continue earning certified
active service years until course certification is achieved.
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COMPLETION OF TRAINING COURSES:

1 To receive credit for a year of active service, a Volunteer must have accumulated at

least 50 creditable points during the year. (County Code 17.103(h)(9)(i))

1 Points shall be credited for the period from January 1 through December 31 and shall

not be transferrable from one year to the next. (County Code 17.103(h)(9)(ii))

1 Volunteers who also serve as career or contingent firefighting/EMS personnel of the
Department shall not be credited with points for activities performed during County-
assigned work periods. (County Code 17.103(h)(9)(iii))

Points must be earned from a minimum of two of the categories as listed below.
Points shall be credited as follows (County Code 17(h)(9)(v)):

o Training courselwenty-five points maximum per year:

A Five points per course for courses under 20 hours' duration, including
one-day courses, seminars, cardio-pulmonary resuscitation and similar
training courses.

A Ten points per course for courses of 20 to 45 hours' duration, including
regional fire schools and similar courses.

A Fifteen points per course for courses of over 45 hours' duration, including
University of Maryland fire-related courses, emergency medical care
courses, fire science courses of any accredited college or university and
similar courses.

= =

o Drills.Twenty points maximum per year. One point for each minimum two-hour
drill.

0 Sleepin or standbyThirty points maximum per year.
A One point for each full night sleep-in.
A One point for each standby, which is an on-duty activity which consumes
at least four hours and does not fall into any other category.

o Elected or appointed positiondnavailable to County Volunteers)fty points
maximum per year. Points will be awarded on a monthly basis for the time
served. Points may not be concurrently credited for this category and for
attending meetings within Howard County. Points will be awarded in only one of
the categories below. However, individuals serving in more than one category
may be awarded 12 additional points (one point per month) for each other
Office/Committee position held.

Office Maximum Annual | Points per Month

Chief, President, Treasurer, Secretary 50 4.16

All other elected corporate, County or State Assoc.
Offices

Fire and Rescue Services Board representative 25 2.08

25 2.08
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Maximum Annual | Points per Month

25 2.08
50 4.16

o Attendance at meetingdwenty points maximum per year. One point per

meeting.

0 Responsegorty points maximum per year. One-half point for each response,

regardless of its nature.

f  Uniformed 8rvice.A maximum of four & S | cheditéble service may be acquired for
military service as provided in this item. Up to 50 points per year shall be credited if
Volunteer service is interrupted by Uniformed Service, provided the Volunteer:

o Isan active member in good standing;

0 Has at least one year of prior volunteer service;
o Provides official orders or proof of service; and

o Isdischarged or released from uniformed service under honorable conditions.

LOSAP ADMINISTRATION:

LOSAP Duties at the Volunteer Fire Corporation:
Each Corporation is responsible for assigning responsibility for performing the various LOSAP

administrative tasks. Segregating these duties among different membersofthe/ 2 NLJ2 NI G A 2 y Q2
LOSAP Committee would significantly reduce the risks of incorrect application, abuse or fraud in

the system, and strengthen the internal controls. Therefore, each Corporation shall establish a

LOSAP Committee consisting of at least the Corporation President of the Board of Directors

and/or the Corporation Chief and a LOSAP Coordinator.

The LOSAP C2 2 NR A yekpangitikizgiinclude daily record maintenance, year-end

compilation of each V2 £ dzy' 0 SS NI &

[ h{!t
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acquisition of required signatures, and delivery of signed and completed information.

The members of the LOSAP Committee, other than the LOSAP Coordinator, have the
responsibility for approving the annual certification of volunteers after thoroughly reviewing
supporting documentation. Use of the LOSAP program software to collect data is mandatory.
This system was developed to ensure consistency in LOSAP data collection efforts at each
Corporation and to ensure that adequate documentation is maintained to support annual

points awarded to each member.

LOSAP Record-Keeping Procedures at the Corporation:

Information aboutaV2 f dzy 0 S S NI a

[ h{!t

| Ccarposationt A Syd-in she®t NI O2 N.

for collateral duties, sleep-ins, and standbys is required for recording date and time

information.
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For training drills or special meetings, it is required that an attendance sheet be prepared by
the person conducting the training or meeting for recording the date of the activity and the
names of Volunteers in attendance.

Run sheets will be collected for all emergency responses. This will include the Volunteer who is
riding and/or standing by to respond to record the date, incident and the names of Volunteers
who respond.

The LOSAP Coordinator should enter information monthly into the LOSAP database from the
daily sign-in sheets, attendance sheets and response reports.

LOSAP Review Procedures Required at the Corporation:

A preliminary report listing each Volunteer and his or her total LOSAP points to date should be
printed from the LOSAP database and posted at the station monthly. The purpose is to allow
volunteers an opportunity to resolve any discrepancies before annual certification is finalized.
In addition, a Volunteer will also have an opportunity to earn any additional points short of the
50-point requirement, within the same year.

Volunteers who do not agree with their point totals should refer to the LOSAP Administrator.
When a Volunteer disagrees with the points awarded by their / 2 N1.J2 NIOSAR 2 y Q &
Coordinator, they may appeal to the LOSAP Administrator for resolution. It is the responsibility
of the Corporation Coordinator to provide the LOSAP Administrator with copies of the
supporting documentation to include daily sign-in sheets, attendance sheets for drills, training,
and meetings along with response reports. The LOSAP Administrator will review the supporting
documentation and confer with the Fire Chief prior to rendering a decision.

When a member transfers from one In-County Corporation to another, it is the responsibility of
the LOSAP Coordinator from the departing Corporation to prepare a transfer document of the
members LOSAP points and certified years to be sent to the new Corporation LOSAP
Coordinator.

DESCRIPTION OF FORMS:

This section provides information on the approved forms used in the administration and

management of LOSAP.

1 Personal Data Form
0 This form is used for recording initial information about a new Volunteer

member of the Corporation, changes in information for a Volunteer member
(i.e., name and address), transfers of membership from one Corporation to
another, and for submittal of the LOSAP award for a Qualified Volunteer. User
should check one of these categories at the top of the form to indicate how the
form is being used.
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1 Change of Information

0 Members who have a need to change information shall utilize the Personal Data
Form.

1 Annual Report

0 The Corporation LOSAP Coordinator, thru the Corporation President, will provide
a report annually to the LOSAP Administrator or designee outlining those that
have achieved an additional year of certified operational service and members
that are newly qualified to receive benefits in the following budget year. A
Qualified Volunteer is required to have 25 years of certified active service and to
have reached the age of 50. Also, the report will list members who have been
newly awarded the additional $10 award benefit in the current year.

0 The Corporation LOSAP Coordinator will submit the Volunteer members by
providing the following information:

Name of Volunteer members awarded LOSAP benefits

Howard County Identification Number

Volunteer Social Security number

Volunteer date of birth

Initial date of membership

Service credit of other in-County Corporations

Total service credit

Indicate years awarded or additional awards, this is to include additional
creditable years of service who meet the requirements for $10 award
benefits.

oI > I I D D I

1 Survivor Beneficiary Form
o The survivor beneficiary form designates the beneficiary for the LOSAP Survivor
Benefit. The beneficiary(s) will only be paid for the aforementioned benefits to
which the volunteer is entitled as provided in Section 17.103 (h) of the Code.

9 Burial Benefit Application
0 When a volunteer member dies, the surviving spouse or if no surviving spouse
the personal representative of the estate, must prepare the application form in
order to receive the benefit. The applicant must have the document notarized
and provide pertinent information to the LOSAP Administrator or designee
before receiving benefits.

REFERENCES

1 Howard County Code, Payments to Volunteer Fire Corporations §17.103 (2014).
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SUMMARY OF DOCUMENT CHANGES

‘(

New General Order

FORMS/ATTACHMENTS

M Attachment A: LOSAP Survivor Benefit form
1 Attachment B: LOSAP Burial Benefit form
1 Attachment C: Personal Data Form

APPROVED

Yol 9 K. thor

John S. Butler, Fire Chief
Office of the Fire Chief

Authors:

Ao o=

William G. Anuszewski, %’rﬁant Chief
Administrative Services Bureau

@Iianna Casey, President
| 26 NR / 2dzyié +2fdzyiSSNJ CANBYSY Q&
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305 ' Attachment A

HOWARD COUNTY DEPARTMENT OF FTRE AND RESCUE SERVICES

Length of Service Award Program

SURVIVOR BENEFIT
DESIGNATION OF BENEFICIARY

This designation of beneficiary applies to the SURVIVOR BENEFIT associated with the Lf:ngth ol Service
Award Program. Beneliciary designations may be changed at any time by completion of a new form

If multiple Primary or Secondary beneliciarics are named: the henefit will be divided cqually among them unless
indicated otherwise in the “% of Benelit” column.

PRIMARY BENEFICIARY SECTION (PRINT)

NAME OF BONETICIARY DATE OF BIRTH RELATIONSIHIP % OF BENEFIT

%
%
%
%
%
TOTAIL: MUST — 100%

. SECONDARY BENEFICIARY SECTION (PRINT)

NAME OF BENEFICTARY DATE OF BIRTH RELATIONSHIP % OF BHENEFLL
A %
%
. %
%
] - %
TOTAL: MUST = (00%

OTHER BENEFICIARY SECLION (PRINT) SPECIFY TRIUST, GSTATE OR CHARILY DONATION INFORMATION RELOW

[ SEE ATTACHED

FULL NAME (PRINT): SOC. SEC. #:

SIGNATURE: DATE:

RETURN (‘OMPLETED FORM TO THE DEPARTMENT OF FIRE and RESCUE ATTENTION ROBIN WATSON.
PLEASE KEEP A COPY FOR YOUR RECORDS.

306
307

308
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309 Attachment B

HOWARD COUNTY DEPARTMENT OF FIRE AND RESCUE SERVICES

Length of Service Award Program

BURIAL BENEFIT
DESIGNATION OF BENEFICIARY

This designation of beneficiary applics to the SURVIVOR BENEFIT associated with the Length of Service
Award Program. Beneficiary designations may be changed at any time by completion of a new form

If multiple Primary or Secondary beneficiaries are named, the benefit will be divided cqually among them unless
indicated otherwise in the “% of Benefit” column.

PRIMARY BENETICIARY SCCTION (PRINT)

NAME OF BENEFICIARY DATE OF BIRTH RELATIONSHIP Y% OF BENEFIT
%
%
%
%
%o
TOTAL: MUST = 100%

SECONDARY BENEFICIARY SECTION (PRINT)

NAME OF BENEFICIARY DATE OF BIRIH RELATIONSIIIP % OF BENEETT

=

o &
\ 3

P

TOTAL: MUST = 100%
OTHER BENEFICIARY SECTION (PRINT) $PECIFY TRUST, ESTATE OR CTIARITY DONATION INFORMATION RELOW

0 SpL ATTACHLD

TULL NAME (PRINT): SOC. SEC. #:

SIGNATURE: DATE:

RETURN COMPLETED FORM TO THE DEPARTMENT OF FIRE and RESCUE ATTENTION RORIN WATSON.
PLEASE KEEP A COPY FOR YOUR RECORDS.

310
311

312
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313 Attachment C

- HOWARD COUNTY GOVERNMENT
PERSONAL DATA FORM

PLEABEFRINT: £] ORIGINAL CHANGE NOTE: Forp NAME olmnge,youmm;altaqhandpyofwurnuano!a!Sa:um;ycard.

[NAWE (LABT, EIRST, M) DEPARTMENT TEFFECTIVE DATE

‘SOCIAL SECURITY NUMBER ‘ FORMER NANE, IF NAWE CHANGE

E“d?&?”'{ctcnecx o] s TERTEGFBIRTH
TEAC) .
] BLACK OR AFRIGAN AMERIGAN (8) 3 MALE
5 :ﬂlsmmcon LATINO (8) ] FEMALE MM/DBD/YYYY

ATV L
NATIVE HAWANAN OR OTHER PA(.‘-iFIG ISLANDER (N} . : . d
: NATIVE AMERICAN (A). Intludés persons who [dantlly themestves
o era Khow s Such by virlue of $ilsal assoolailon,
] TWO OR.MORE RAGES (M)

ET ADDRESS GITY ' STATE | 2P

1 |

"EBUNTY OF RESIDENGE TELEPHONE NOVBERS =
: I ' | Home:l ;lOthsr:'I |
| MILITARY RESERVE STATUS -1 BLOOD TYPE: :
: . (OPHONAL :
Cina B wacrive D acrive. uNim: sl R i—l_"——"
| EWERGENCY cEmm RELATIONGHIP TTELEPHONE NUMBERS
| PRIMARY: i PRIMARY: r :|: L ' |
BACK-UP: E_ P - I BACK-UP: ! : ! r !
Email Address: ‘ ‘ - EID ‘ — :
L |
Signature: Date:

314
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